Interactive Form Help for Background Checks:
· After you click submit on the Interactive Background Check Form you will either see an e-mail box pop up or the ‘Select Email Client’ screen shot, seen below, will pop up. *Note if either of these things does not happen then the form was NOT submitted and you should contact Human Resources for further help.
· If an e-mail pops up then all the information should be filled in and the attachment should be there. All you have to do at this point is send the e-mail.

· If ‘Select Email Client’ pops up it will give you three options on how to send the e-mail with the candidate’s information in it.

· If you do not have an outlook e-mail on your desktop then you have the option to send the attachment in another form of e-mail. Click on the option that works best for you and click ok.
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· Once you click ok then the ‘Sending the Data File’ box will appear. You will need to click on save data file and then attach that file into the e-mail account that you use. The information on who to send the e-mail to is located in this pop up box. The correct e-mail address to send every background check to is bgc@du.edu or backgroundchecks@du.edu. Make sure to enter this information so that it gets sent to the appropriate inbox. 
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· At this time if you would like to print the data file for your records you can click the print form button and this will allow you to print it. 
· If you still are experiencing problems with the form you may want to make sure that you have the most up to date version of Adobe Acrobat.
· If you are using a Mac and the form is not working, make sure that you are using Safari to ensure that the form works properly.

· If you have tried all of these tips and the form is still not sending, feel free to contact Sarah Childs at 303-871-3501 or Debbie West at 303-871-7420. 
